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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 
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( 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
~ ~ 1 . ------ _ ~ _ ~ - ~ . -  _~ -~-_=;-.-->--_ _ _  . .~ 

INSTRUCTIONS: See Publication No. 76-OM-! for instructions on completing this form. Forward signed 'original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenug, AtlanfB, Georgia, 30334, 

. 
~~ ~ 

Attention: Scheduling Section. 
- . ~  ..-. ~ __  

FOR AGENCY USE 1. Agency Address 

_ ~ -  ___ - -  ~ ~ _ 

Working Title 

ipplication Date 

. - ~ 

Application Number 

~~~~~~.~~ . ~ ~ ~ ~ -~ ~ - .. 
L Person to Contact 

Application Number 

~.~ 74- . 2 4  -.-. .. 

Data Received Date Completed 

OPB Planning Coordinator 656-4395 
-- .~ ~~ 

~~ .~. ~ ~ .~ .~ ~. . ~~ . 
~ ~.~ ~~ v 

Jim Dodd 

a. 
b. 
c. 0 Amend A p m 0 . n  No. -~___..-_---- ~ ~~ Check One: -0 Change; 0 Supercede. 0 Void . 

a Estaonsn Retention Schedule; tkcord will continue to  accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

-~&~=-~--  __ _ _  .~ 
5. Records Series Title ffollowed by title used in office; if different) 

STATE AGENCIES BUDGET POLICY PLANNING FILES to date 
- ~ -  _ _ ~  -~ F _ ~  ~~ 

What is the function of the Division and the Office in which this record series is created? 
I t. Daias of Series 

Earliest Latest 

-~ - 
5. Division and'Office Function 

Headed by a Director, the HumanDevelopment Division performs all functions relating 
to budget analysis and policy planning for those agencies of State government 
responsible for administering State laws relating to social, health and other 
human services. These agencies are the Departments of Human Resources, Labor, 
Veterans Service, Medical Assistance, and the State Board of Workers Compensation. 

~ ~ - - _ ~ ~ - l _ .  ___~._ ~- --_____~ ~~ 

r. Record Series Description This file contains the following documents (include form numbersand rifles, if&): 
Attach samples of the file. 

State laws relating to social, health and other human Services. 
Documents relating to: policy planning for those State agencies responsible for administering 

. .  - 
Included are: budget improvement analyses;: supporting papers; correspondence & memoranda 

between Division planners and the Governor's Off ice and concerned State 
agencies. 

File is arranged: chronologically by fiscal ye-ar; thereunder alphabetically by State agency. 

_- ~~~ .. ~ 
~~ 

1. Monthly Reference Rate How often are rewrds referred to  which are: 

One to six months old 
twenty-five months and older- ? 

Annual Rate of Accumulation-of Remrdr 

; Seven to twelve months old ---.-; Thirteen to twenty-four months old --~-~.-; 

~ ~I__~_ ;; 
~~~;_I ~ -_ - 

\ 

Letter-size drawers _.--.; Legal-size drawers _--_-;Shelves - ___, * Other /~p&ify) ~ .______~.__ 
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Lr not. where is  it? 

__ 
11. Retention Requirements The following requires the series to be kept: 

years. d. Audit period years. a. State Law 
years. b. Statute of limitation years. e. Administrative need 

c. Federal law years. f. Federal retention instructions __ years. 

*f 
1 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

-- 
12. Amroved Disposition Instructions This agency recommends that the file series be cut otf at  thb end of each: 

0 Calendar Year:= Fiscal rear; 0 Other ~ - -  then, 

El Hold in the current files area -month(s) 1 year($); then 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold - - 
0 Destroy. 
181 Transfer to State Archives for permanent retention. 
(7 Other /Specify) 

yearb); then 
year($); then 

These instructions apply to a l l  prior and future accumulations of the series. 

Recommendations in para- 
jraph 12 are approved. 
flf disapproved, attach letter 
Pf explanation..) 


